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SUBJECT: Proposed S 20-550* Details of Agency Staployees 

X, OggsaAL: 

Hila regulation states Agency policy and p r oc e d ures for 
the detail of Agency eaployees. Details are to be distinguished 
frcaa tesgporary duty aaelgaaents, which involve the performance of 
duties related to the easploysc’s regular T/O position* but in a 
different location, 

2 * aaa» 

Detail - Ihe assignment of an employee to perform duties 
not related to Ms i’/O position. A detail may be internal or external. 
Internal details any be formal or informal; external details are 
always formal and any be reimbursable car noB-reiad>urseblc . 

Internal - Within the Agency. 

jatesrpel - 1b another department or agency of Covemewnt. 
InfOCTel - acquiring no documentation . 

Formal - Bequiring doeiaaentation . 

Aeisdsurssble * Costs borne by the gaining agency. 
Moo-reiatburashlc - Costs borne by this Agency. 

..Officials - Chiefs of Senior Staffs and Area 
Id visions under the Jurisdiction of tee Deputy Director (Flans); 
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Assistant Directors under the jurisdiction of the Beauty Director 
( Intelligence ) ; asd Chiefs of Staffs, the Ocsfctnoller, the General 
Counsel, and Directors of Offices under the jurisdiction of the 
Deputy Director (Support). 

Office * The area of jurisdiction of an Operating Official . 

3 . miCY i 

a. An employee way be detailed iatamally free* his T/O 
position to another position sheas 

(1) The Ineundxmt of the other position is taatforarily 

absent; or 

(2) The position la of a higher grade or involve® a 
different Mad of work, the employee is otherwise qualified for the 
position , sad a test period is considered desirable in order to 
determine the employe©* a ability to perform the duties of the 
position; or 

(3) The position is new or its duties have been 
changed, so that the duties cannot be finally determined at the 
tine of the assifpwmt, and it Is necessary to determine the require* 
iae»ts of the position and the ability of the ®*ploy«e to fill it. 

fe. An employee nay bo detailed internally frost his f/O 
position to perform wort for which a position hats not been established 
when: 

(l) Thera is a worfc. emergency; or 

(a) The employee is awaiting reaasismaent. 
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c. An employe© may fee detailed externally when such a 
detail is considered tote lathe interest of the Agency or the 
tk>verras»nt. 

a* Gcaeral - 

(1) Details of less than 30 days say be arranged by 
any Operating Official within .bis own office without any additional 
concurrence. 

(2) The prior (xmeurrenee of the Office of Security 
is required for any other detail, Vov internal details of 30 days 
or less, this concurrence say be verbal; in all other cases, it will 
l»e recorded on the form SF-52. 

( 3 ) For all internal details In emcees of 30 days, 

and for all external details, form SF -^2 will ba prepared, in accordance 
with KB 80-300-1, with two copies for the Office of Security, 
b . Internal Details . 

(1) JO da vs tar legs ; Operating officials may arrange 
these details informally. So doeiraeBtatioo is required. The gaining 
office shall obtain the concurrence of the Office of Security. 

( 2 ) More than JO day 3 : The gaining office shall prepare 
form 3F-Sg and. obtain the concurrence of the Office of Security. The 
losing office may approve details of 120 days or lees, but for details 
over 120 days th« approval of the Office of Personnel is required. 
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( 3 ) 31x artte aggregate limitation : Whenever a 
prefaced detail, when taken in oonjiuaction with previous period* 
of detail, would bring the total, detail of tMs cnployee to an 
aggregate of six months or sssrre during any twelve swote period, 
the approval of the Office of Personnel is repaired. 

(4) Extensions t Any Operating Official may approve 
extensions of a detail tip to the Unit for which ha could have 
approved the detail in tee first instance* If tele result* In extend- 
ing a detail beyond 30 days, the preparation of a fora SP-5C b mamn 
necessary. If tela results in extending a detail beyond .120 days, 
the approval of the Office of Personnel becomes necessary. 

c. External Details . 

(A) Soe preparation of a fom SF-52, the 

concurrence of the losing office and the Office of Security, and tee 
approval of the Office of Personnel are required for all external 
details. Reimbursable details also respire tee eoncurrence of the 
Office of the Canptroller. 

(2) Ixteraal Bnoueat i If a revest for an external 
detail originates outside tea Agency, the Office of Personnel shall 
prepare form SF-52 and obtain tea required concurrences. 

( 3 ) Internal fUwuost s If a request for an external 
detail originates within tee Agency, the requesting office shall 
prepare the fora 3F-52 and forward it to the Office eat Personnel, 
which shall tibtain the required concurrences . 
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(**) Intera gency AgycEaBent ; Prior to approving an 
external detail, the Office ©f Personnel will negotiate a written 
a^re^ent with the external agency which mil include provision* 
regarding the following: 

(a) Tim latigth of time the detailed os^loye« Is 

be ueed. 


(h) Whether the service or detail la to be per- 
foraad on a full-time, part-time or intermittent basis. 

(®) An arrangement for regular BtateB&ssion of 
tiae and attendance data. 

(d) lteiafl>uraeaent provisions. 

{©) Provision for accrual of leave daring the detail 

(f) An agrsucent to notify the Agency a reasonable 
period in advance of the expiration date of the detail in the 
event that the external agency decides to request an extension. 

Ca) Any oth r essential factors involved in this 
particular detail. 

^5) Intensions ; When an extension of an external detail 
is requested, ttaa Office of Personnel shall obtain, prior to granting 
approval, the concurrences of tfee Office of Security sad the losing 

office (and, in the case ©f rmi.hursahle details, of the Office of the 
CcsBqjtroXlor). 


V ®*» »» external detail is terainated, 
th« Office of Personnel will initiate an SEP- 52 to record such termination. 
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*• Internal Jj&tmilf . 


(l) Use employ*-.; will be under the supervision of the 
gaining off lee during t he period of the detail. supervisor to 
***** ^ la detailed is authorised to take or tmeemmA 


disclpiirt ..y action when required and to approve requests for leave. 

(2) A special Fitness Beport will fee prepared for the 
detailed employee by Ida supervisor In the gaining office vpon tte 
tenaination of a detail of ISO calendar days or aore. 

(3) Tim eaployee will be paid by the losing office and 
will receive the cot^nssticm of his f/0 position plus any entitlements 
including travel expenses and per dt«a which nay be payable, 

(*f) She gaining office will fee responsible for lnfo mlng 
the losing office of the time and attendance of the detailed employee. 

{!;} Bie losing office will fee responsible for the 


receipt and proper delivery to the detailed enployec of Ms regular 
salary checks. 


fe. 


gBMfla Petal Is . 


Bie Office of Personnel shall make appropriate provisions 
In the written agreement with the external agency and notify the losing 
offiee of its responsibilities .aider the agreement. 
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